/fsls_.e/t ACORN e-Performance
Department Admin Creates an Evaluation

Documents>Create Documents

Navigation: Main Menu>Workforce Development>Performance Management>Performance

Instructions ACORN Page

PURPOSE: The ACORN ePerformance system will automatically generate an evaluation for an employee,
90-days prior to the Next Review date in ACORN. It is preferred that the system create the evaluations;

however, there are times when the Department may need to create an evaluation manually. The steps
below demonstrate creating an Employee’s evaluation by the Department Admin.

1. Navigate to Main Menu>Workforce
Development>Performance
Management>Performance
Documents>Create Documents.

2. If you have previously created and
used a “Run Control ID” enter the
existing name in the “Run Control
ID"” box. Click the “Search” button.
If you are not sure what the name is
Click “Search”. A list of Run Control
ID's will appear. Select an available
name. Go to Step 5.

3. If you have never used a “Run
Control ID” follow Step 4.

Favorites » | MainMenu ~ > Workforce Development » > Performance Management+ > Performance Documents »

> Create Documents

e

Create Documents

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add 3 New Value

Search Criteria

Run Control ID[begins with V|

[case sensitive

-
Clear | Basic Search [ Save Search Criteria

4. Click on the “Add a New Value”
tab, create a “Run Control ID”
name. Click the "Add"” button
when ready. The Run Control
name has been permanently saved
and can be continuously used
when running this process.

Create Documents

Find an Existing Value Add a New Value

Run Control ID[gPerformance] x|

Add

Find an Existing Value | Add a New Value

Help & Support: Customer Service Center
(530)889-4357 eperf@placerco.ad
Mon-Fri: 7:00 am to 5:00 pm

Last Modified: 5-20-2016

Page 1




COUNTY

ACORN e-Performance

Department Admin Creates an Evaluation

5. Enter the following on the “Create

Documents” page:

e Period Begin Date

e Period End Date

e Document Type —choose
“Placer Performance
Evaluation™

¢ Manager Selection Method -
choose "By Reports To Position™

e Create Documents Using — click

the “Employee ID"” radio button.

Create Documents

Run

Run Control ID ePerformance Report Manager Process Monitor

Run Request Parameters

Period Begin Datg 01/01/2016  [5{]

Document Type|[Placer Performance Evaluation ||

Period End Date |D6/01/2016 5]

Template 1D [~]

Manager Selection Method | By Reports To Position V||

Create Documents Using

mployee D

Documents Using Employee ID

':'GIOUD D

Employees to Process Personalize | Find | view Al | 22| & First 4/ 1of1 (&) Last

*Empl ID EmplRecord  Name Language Code

1 @ I3 #H =

flsave ||[=]Notify 4 Add || 5] Update/Display

o EmplID - enter the Employee’s
ID or click the “Search” icon to
locate the Employee’s name.

e Click the "Run” button in the
upper right-hand corner.

Create Documents

Run

Run Control ID ePerformance Report Manager Process Monitor

Run Request Parameters

Period Begin Date [01/01/2016  |[§ Period End Date 06/01/2016 |[3]

Document Type | Placer Performance Evaluation ] Template ID ~]

Manager Selection Me|h0d|E; Reports To Position v‘

Create Documents Using
O Group ID ® Employee ID

Documents Using Employee 1D
Employees to Process

Personalize | Find | View Al | ] B First 0 1011 (&) Last

*Empl ID EmplRecord  Name Language Code
1[51234516 >< 0/Q, Employes Lynette [+ [=]
ilSave | |[=] Notify % Add | Update/Display

6. Process Scheduler Request:

e Server Name - leave as blank, if
there is a name click the
dropdown arrow and select the
blank field.

e Process List — leave as default

e Click the "OK" button.

Process Scheduler Request

UserID Icoates

Time Zone Q

Process List

Select Description
M Mass Create Employee Documents

Run Control ID ePerformance

Run Date D4/13/2016 [

Run Time [3-21-10PM Reset fo Current Date/Time

Process Name

EP_MGRDOGC

Process Type “Type *Format Distribution

Application Engine Distribution

Cancel
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7. Create Document page:
e Click on the “Process Monitor”
link.

Create Documents

Run Control ID ePerformance

Run Request Parameters

Period Begin Date 01/01/2016 |

Run

Report Manager| Process Monitor

Period End Date |06/01/2016 |5

DucumemType\PlacEr Performance Evaluation v‘

Template 1D

Manager Selection Method \ By Reports To Posifion

Create Documents Using
O Group ID ® Employee ID
Documents Using Employee ID
Employees to Process
Name

*Empl ID Empl Record

151234516

x|

[=] Notify

1
11l Save

Personalize | Find | View All | L:a‘ First 4

Language Code

0/Q, Employee Lynette

& Add

1of1 (b Last

FHE

| Update/Display

8. Click the “Refresh” button until the
“Run Status” indicates ‘Success’
and the “Distribution Status” is
“Posted”.

Note: This step may take a few

Process List || Server List

View Process Request For

user D |coates x| Type [

v][Les v|

2| [Days v |

Refresh

sever v name B

Run Status v Di

Instance to

Status v Save On Refresh

Process List

Select Instance Seq. Process Type

Process Name  User

Personalize | Find | View Al | 1] B First (4 1303 (b Last
Distribution
Run Date/Time Run Status Status Details

evaluation is created and available
to access within their Manager Self
Service.

Name Document Type Document Status
ater P n
[Employes Lynette Pacer Peromance Evaluation in Progress
Evaluation

Period Begin PeriodEnd  Job Titlea

010172016 D6/0172016 | AdminClerkSenior

0610172018

1497215 Appiication Engine EF_MGRDOC lcoales  04/13/2016 3:21:10PM PDT Detalls
seconds and cannot move forward | oo s oo rom—poma o
until this is complete. G0 back to Greate Documens
Save | |[=] Notify
Process List | Server List
9. The evaluation has now been
. View Perf D t
generated. You can view the evretomanethamers
ch.faoab ht\estanﬂ‘T‘c a_soecn\ﬂc document or documents to view. Ater searching, all the documents for which you
dOCUmenT by nOVigOﬂng 1,0 MClin aue access i that critera il be [sted
Search for Documents
Menu>Workforce Fstne Lstane FLETE
Developmeni’>Performance Manager First Name Last Name
DotumentType Document Status
Management>Performance Peod Beteen 5. B
Documents>View Documents. Cn | e
NOTIfy The SUpeI’VISOI’ ThOT The Performance Documents Pevsonahzemnd\@\h_# First 4

NextDue Date  Manager

Supervisor, Monique E
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